PART-TIME SECRETARY TO THE BISHOP OF CHESTER

Job Description and Person Specification

JOB TITLE:


Secretary to the Bishop of Chester

GRADE:


Personal Secretary

LOCATION:


Bishop’s House, Abbey Square, Chester

ACCOUNTABLE TO:
The Bishop and those whom he nominates.

Following the recent resignation of the current post holder, a vacancy has arisen for a part-time Secretary.  The Bishop’s immediate staff will then comprise:

Mrs Muriel Green 


(Part-time PA: 28 hours per week)


Mrs Alex Duncan-Price 

(Part-time PA: 22 hours per week)


Revd Canon Roger Clarke

(Part-time Chaplain: 15 hours per week)


New part-time Personal Secretary 
(12 hours per week, normally Thursday/Friday)

The new applicant will provide general secretarial support to the other three members of staff, and will work in a flexible manner as part of this overall team.

RELATIONSHIPS

The Bishop of Chester in his corporate capacity will act as employer.  (During a vacancy in the See the Archbishops’ Council will act for and on behalf of the employer).

The Bishop’s Chaplain, and Senior Secretarial Staff, will offer day-to-day supervision and direction, in consultation with the Bishop.

Bishop’s House is also the residence of the Bishop and his family.  It will be important to relate to the Bishop’s family in a friendly and helpful way.

While developing warm and friendly professional relationships with all those who relate to the Bishop and his office, it will be essential that complete confidentiality is observed at all times.

MAIN TASKS

1.
Providing general secretarial support for the Bishop and his immediate staff.

2.
Audio and copy-typing, and composing letters/reports as required. 

3.
Offering hospitality and receiving visitors, as well as answering the telephone

4.
Filing and retrieval of paper documents and electronic data.

5.
Other general secretarial and administrative duties, including errands, as may be agreed.

6.
Other duties as requested by the Bishop, or the Bishop’s Chaplain, or his Senior Secretarial Staff.

PERSON SPECIFICATION

Competencies
Personal Effectiveness
· Demonstrates a willingness to work collaboratively
· Stays calm under pressure

· Demonstrates ability to prioritise effectively

· Pays close attention to detail

· Works well in a small team

· Initiative, reliability and flexibility.

· Patience, openness and a sense of humour, in contact with a wide variety of people.

· A sympathy with the Christian faith that is sufficient to discharge the duties effectively.

· An ability to handle sensitive information with complete confidence.

Knowledge

· Competence in the use of all aspects of Microsoft Office including word processing, electronic means of communication, diary and database management

Technical

· Proven proficiency in audio and copy-typing, ideally to 60 wpm.

· A professional telephone manner

Administration

· Demonstrates excellent standard of literacy

· Follow office procedures

GENERAL CONDITIONS

Standards of Behaviour and Conduct

Staff are expected to act at all times with due consideration for others and in a manner befitting their position as employees of the Church and as professionals, whatever their job.

Health and Safety Responsibilities

All staff are required to ensure that they understand and accept the legal duties placed on them by the Health and Safety at Work Act not to endanger themselves or others and by the Management of Health and Safety at Work Regulations to co-operate with colleagues and management in the control of health and safety at work. And therefore:

· to read and understand and abide by the health and safety policy;

· to make themselves familiar with accident and emergency procedures on their site;

· to make themselves familiar with the findings of any risk assessments which might affect them;

· to inform their manager immediately of any health or safety deficiencies or dangerous situations or near misses;
· to set a good personal example in respect of health and safety.

Confidentiality

Staff must not pass on to unauthorised persons, any information obtained in the course of their duties without the permission of their manager.
TERMS OF EMPLOYMENT:

Salary

The starting salary for this post is £5971.54 rising to £7041.60 per annum (full time equivalent £17,417 rising to £20,538) 

Pension Scheme
The appointee will be automatically enrolled into the Church Administrators Pension Fund (CAPF, DC Section).
There is no contracting – out certificate under the Pension Schemes Act 1993 in force for this employment in relation to the CAPF. CAPF members are contracted-in to the State Second Pension.
                
The Church Commissioners on behalf of the Bishop have an income protection insurance arrangement. To be eligible for cover under this policy an employee must be a member of the CAPF DC section and be under 65 years or, if it is higher, their state pension age. Please note that insurance cover is not necessarily automatic and that underwriting may be required by the schemes in some instances. Cover will be subject to any terms and conditions laid down by the insurance company.

Hours of work

The hours of work will be 12 hours per week hours exclusive of a lunch break of agreed duration, to be taken at a time agreed with the Bishop.  It is expected the hours will be spread over two days, in an agreed pattern, between 9am and 5pm.

When other staff are either ill or on holiday, additional hours may be worked by agreement.

Occasionally, assistance will be required at events outside the above hours, for which either time off will be given in lieu or overtime will be paid.  In order to ensure the smooth working of a small and close-knit team, a willingness to be flexible in working hours when the situation demands, subject to the employee’s other commitments, will be expected.

Annual Leave

The postholder is entitled to 79  hours paid annual leave per leave year.  This is inclusive of public and additional holidays.  The leave year runs from 1st January to 31st December.
Notice

During the probationary period the employment may be terminated by two weeks written notice on either side or by pay in lieu of notice by the employer. Once the appointment is confirmed the notice period will be extended to one month on either side or that to which employees are entitled in accordance with current employment legislation, whichever is greater or by pay in lieu of notice by the employer. Should the postholder be summarily dismissed on the grounds of gross misconduct, the employment may be terminated without notice.

Probationary period

There will be a probationary period of six months.

Appraisal

The Secretary will be expected to participate in a system of staff appraisal and review.

Contract
The post is offered on an open-ended contract, subject to a six month probationary period.

Applications
Applications should be submitted on the standard diocesan application form, by 12 January 2018, to: The Bishop of Chester, Bishop’s House, Abbey Square, Chester CH1 2JD; bpchester@chester.anglican.org.

Those wishing to discuss the post informally are invited to telephone the Bishop’s Office and to speak to either Muriel or Alex.

Shortlisted candidates will be informed by 16 January.

Interviews:
Interviews will be held on Tuesday 23 January at Bishop’s House, Abbey Square, Chester.
